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INTRODUCTION

The Park Board of Trustees of the City of Galveston (herein referred to as Park Board or Board) has
developed and published this Purchasing manual to operate efficiently and effectively. It recognizes and
presents existing requirements from the State law and the Board policy established through Board
approval that governs different types of major purchases. The remainder of the manual provides direct
information and instructions by which the Chief Executive Officer (CEO) and/or the Chief Financial
Officer (CFO) and their designees conduct their administrative authority in a cost-effective, legal fashion.

State law governs the significant parameters that control procurement by local governments in Texas.
These requirements are found in Texas Local Government Code Chapters 252 and 271 and Texas
Government Code Chapters 2254 and 2269. These laws control the formal bidding limits, define the
basis for procuring different types of goods and services, and regulatory standards to ensure compliance
with the competitive bidding laws. This includes Chapter 418 of the Texas Local Government Code that
governs emergency management. Every purchase over $50,000 is governed almost totally by State law.

Federal law adds one requirement to State law where federally funded purchases are concerned.
Competitive requests for proposals are required for personal or professional services procurements
associated with federally funded construction projects. Federal law also requires that the Park Board
Purchasing Policy be followed in situations where it is more restrictive than Federal law.

The CEO can authorize specific operations, including policy and procedure manuals, and approve
purchases up to $9,999.99. The Park Board has authority to authorize purchases at or above $10,000
and all items that are a solicitation (Bid, Request for Proposal, or Request for Qualification). Current
standard operating procedures provide and apply standards for Board approved items over $10,000 and
up to $49,999.99.

Contracts are managed in the user department according to the manual, General Requirements Section,
page 14. User departments are responsible for the daily management of contracts and renewals. The
administration is responsible for the execution of contracts. Only the CEO or chair of the Park Board can
sign contracts, thereby obligating the Park Board.

This manual contains the policies and procedures for purchasing-related activities. Its purpose is to
provide guidance and instruction for all employees new to the purchasing process and a reference for
staff and management.

The purchasing program



1.2

BYLAWS PERTAINING TO PURCHASING

Article Ill
OPERATIONS

The Park Board may make such regulations, policies, and rules for the handling of its affairs as it may in
its discretion deem advisable and shall operate and manage the system with the same freedom and in
the same manner as are ordinarily enjoyed and followed by the board of trustees of a private
corporation operating property of a similar nature, except that such management practices must
conform to applicable law.

Article XIV

PARK BOARD MANAGEMENT POLICIES

Park Board management policies shall be the Park Board operations guidelines. They may be adopted
from time to time by the Park Board and shall be reviewed as necessary.

Article XVI

FISCAL YEAR

The accounting period of the Park Board is the fiscal year beginning October 1 and ending September
30.



1.3
PURCHASING CODE OF ETHICS

The Galveston Park Board is committed to the highest ethical standards. Therefore, it is a severe breach
of the public trust to subvert the public purchasing process by directing purchases to certain favored
vendors, structuring transactions to avoid procurement procedures or requirements, or tampering with
the competitive bidding process. Misuse of the purchasing power of a local government carries criminal
penalties. It can be caused by a lack of understanding or clear guidelines about what constitutes abuse




Nepotism
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If items or services would be bought from the same provider in a single purchase under standard



5. Local government officer / family member received gifts totaling $100 or more from vendor in
the twelve (12) months prior to becoming aware of the vendor



1.7
POLICY STATEMENTS

Purchasing is a function of all Departments. Department Directors and their designees are responsible
for following the Purchase Policy and are encouraged to contact Accounting or the CFO if they have
questions or concerns. Several established policies guide purchasing procedures. These policies are:

All purchasing shall be under the State of Texas laws, including Chapters 252 and 271 of the Texas Local
Government Code and the Park Board policies about purchasing.

All purchasing shall adhere to sound purchasing policies to ensure that taxpayers receive the best value
for Park Board purchases.

Purchasing activities will be managed with proper controls. All requisitions will be processed promptly
to ensure efficient practices.

When required, or preferred, a competitive bidding process, in the form of a Bid, Request for Proposal,
Request for Quote, or Request for Qualifications, will be utilized to obtain purchases at the lowest
possible cost and provide for an open and fair process for all interested vendors.

Any agent of the Park Board that purchases on behalf of the Park Board must attend annual training on
the Purchasing Policy, scheduled by the Accounting Division. The Park Board Purchasing Policy Will be
available to agents acting on the Park Board



Section 2. Procedures for State Laws Governing Purchases
General Purchasing Policy
Criminal Penalties for Separate, Sequential, or Component Purchases

General Exemptions to Local Government Code 252

2.2

2.1
2.1



Bidding Process Flow Chart 2.13
Contracting Procedures 2.14
2.1

PARK BOARD POLICY AND STATE LAWS GOVERNING PURCHASING

General Information

The Park Board operates as a local government. It must adhere to Texas State Law that governs
procurement for local governments. The policies are based on Texas State Law. Any purchases involving
federal or state funding shall be made per applicable federal or state procurement requirements.

All purchasing shall be under the State of Texas laws, including chapters 252, 271 of Texas Local
Government Code and chapters 2254 and 2269 of the Texas Government Code and, and the Park Board



B. A municipal officer or employee commits an offense if the officer or employee intentionally or
knowingly violates Section 252.021, other than by conduct described by Subsection (a). An
offense under this subsection is a Class B misdemeanor.

C. A municipal officer or employee commits an offense if the officer or employee intentionally or
knowingly violates this chapter, other than by conduct described by Subsection (a) or (b). An
offense under this subsection is a Class C misdemeanor. See Purchasing Code of Ethics section,
page 13, for definitions and examples of separate, sequential, and component purchases.

Note: The above section applies only to the competitive procurement requirement of Texas Local
Government Code Chapter 252, with a contract value of $50,000 or greater.

2.2

General Exemptions to Local Government Code Chapter 252
Texas Local Government Code Section 252.022 exempts certain items from competitive bidding.

1. A procurement made because of a public calamity requires the immediate appropriation of
money to relieve the necessity of the municipality's residents or preserve the municipality's



state, or an entity of the federal government or under an interlocal contract for cooperative



10. Leases, exchanges, or purchases of real property, including closing costs.
11. Postage or shipping services.
12. Services provided solely by other government agencies or institutions of higher learning.

13. Contracts for professional services relying on previous professional services rendered, when the
vendor providing the previous professional services can provide the additional professional services
in a manner clearly less expensive and expeditious in the opinion of the Chief Financial Officer.

24
14. Purchases of books, periodicals, films, music, training materials, and online information services.

Note: Items that are exempt from the requirement to get quotes, proposals, or bids may indeed be
subject to the state competitive bidding laws if the $50,000 threshold is met. In those instances, state
law prevails over this policy. Other requirements outlined in this policy like requisitions, purchase
orders, approvals, Etc., are still applicable.

Professional Services

Texas Government Code Title 10, Chapter 2254. Professional Services are accounting, architecture,
landscape architecture, land surveying, medicine, optometry, professional engineering, real estate
appraising, or professional nursing. Or; provided in connection with the professional employment or the
practice of a person licensed or registered as a certified public accountant, architect, landscape
architect, land surveyor, a physician (including a surgeon), an optometrist, a professional engineer,
state-certified or state-licensed real estate appraiser, or registered nurse.



25
TYPES OF PURCHASES

Sole Source Purchase

Departments shall make sole source purchases under applicable Park Board, State, and Federal
regulations.

Sole source purchase must include a letter from the manufacturer of the product that is (a) only
available from the manufacturer because of a patent or a secret/proprietary process; (b) only available
from a single distributor authorized by the manufacturer because of either of the above reasons. A Sole
Source Justification Form, (see Appendices Section 19), and the manufacturer letter must be approved
by Accounting Division. The Accounting Division must determine any other sole source purchase.

Prior to purchase, the user department must contact Accounting to determine the best method of
purchasing or sourcing the product.

Examples of a sole source:

1. Equipment for which there is no comparable competitive product.

2. A component or replacement part for which there is no commercially available substitute and
which can be obtained only from the manufacturer and/or a manufacturer's distributor.

3. An item where compatibility is the overriding consideration, such as computer operating
software enhancements for an existing system.

4. Due to technically constraining factors associated with scientific research, a supply, equipment,
part, service, or supplier is needed to ensure the underlying research



Open Market Purchasing

Open market purchasing defined as buying goods without negotiating or signing contracts, usually in
small quantities or an emergency. For example, a one-time purchase of materials, supplies, or services
under one thousand dollars ($1,000) for a particular purpose specific to the requesting departments



2.7
EMERGENCY PURCHASES

General

Emergency purchases are needed to avoid interruption in Park Board services or protect public health
and safety. Purchases made in emergencies are generally more costly than routine purchases.
Therefore, they must be kept to a minimum. Poor planning, overlooked requirements, or negligence are
not true



3. The using department head contacts as many vendors as necessary to arrange the emergency
purchase. If time permits, the purchase order is completed according to the procedure. If time
does not permit, the using department head may proceed with the purchase. The purchase
order is completed after the fact and delivered to the vendor.

4. The buyer requests expedited delivery. The person making the requisition may be required to

pick-up the emergency purchase from the vendor if expedited delivery is not available. Contact
Beach Cleaning if assistance is needed with delivery or pick-up.

2.8

Evening, Weekends, and Holidays

For other than normal working hours, when purchasing support is unavailable, process emergency
purchases as follows:

1. The responsible official of the using department takes whatever steps to procure needed
supplies, services, or equipment to relieve the emergency.

2. If possible, only those goods or services needed during the evening, weekend, or holiday are
procured by the using department.

3. On the first working day following the emergency purchase, the responsible official prepares a
purchasing requisition and personally attaches any invoices, packing slips, receipts, or other
justifying documentation to the requisition for processing.

The department head of the using department must certify, in writing, the next business day, or as soon
thereafter as possible, that the purchase involved was necessary because of one of the three reasons
listed as an emergency exemption in the Texas Local Government Code. The communication will be
addressed to the CEO and CFO.

Use of Cash
In some instances, the use of cash may be necessary to complete a purchase. All cash purchases must be
coordinated with the Accounting Department.



SPECIFICATIONS

When making purchases, it is essential to remember that the lowest price isn

2.9



specifications rests with the requesting department. Contact Purchasing for additional information and
instructions on how to write an accurate specification or scope of work.

Purchasing for Construction Projects

The steps for a construction project will differ depending on the size and scope of the project. All
construction projects require design or engineering. This must be done through a licensed architect or
engineer. The City of Galveston has a list of prequalified professional firms on file with the Engineering
Department. Architectural and Engineering services are considered professional services and must be
chosen based on the most qualified firm, or individual, at a reasonable price. If you need assistance
selecting this type of service, please contact the Project Manager or Accounting. The user department
must ensure that funds have been budgeted for the project, regardless of the size.

2.10

A bid/proposal checklist must be provided to Accounting prior to the advertisement of any formal
solicitation. All of the form



2.11
The Bidding Procedure

If the purchase is for a costly item, it may be prudent to obtain bids from multiple suppliers. If so, the
department making the purchase typically compiles a Request for Proposals (RFP) or Request for Quotes
(RFQ) document and issues it to an approved list of suppliers. It then holds a bidder conference to clarify
any uncertainties in the RFP and then evaluates supplier bids to determine which vendor is offering the
best mix of price, product, delivery. The bidding procedure is outlined below:

1. Prepare Bidding Documents: Staff prepares a request for proposals document, which contains
the required specifications for the item(s) to be purchased.

Responsible Party: Department Staff

Tip: Use a template to construct bidding documents, thereby improving the efficiency of the process.

2. Issue Bidding Documents: Determine the appropriate list of recipients, and issue the bidding
packet to them.

Responsible Party: Department Staff

Control Issues: It may be useful to have a list of approved suppliers with whom the company
does business; this is useful for eliminating from consideration any suppliers with whom the
company has had problems in the past. At a minimum, there should be a list of banned suppliers
not to receive bidding documents.

3. Host a Bidder Conference (original): If a prospective purchase involves a substantial
expenditure, it may be necessary to host a bidder conference so bidders can obtain clarification

of such issues as the company






2.13
BIDDING PROCESS FLOW CHART
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Summary

This chapter has addressed the most formal approach to purchasing, which is documenting a purchase
request, converting it into a bid, and using a bidding process for the more expensive purchases. While
this is the classic approach to purchasing, it is so paper-intensive that it is not used for the large number
of less-expensive and recurring purchases that a company engages in every day. For these other types of
purchases, we use checks, procurement cards, expense reports, and petty cash. The following three
chapters deal with the procedures for these three other purchasing methods.

2.14
Contracting Procedures

1. After the need to enter a contract for goods and or services has been identified, the using
department will proceed with soliciting quotes, bids, and draft contracts.



2. All contracts will comply with Park Board policy, City Ordinance, and applicable State and Federal
laws.
A. If acontract is determined to have a value less than $10,000, the using department may
proceed with selecting an appropriate vendor.
B. If a contract has a value of $10,000 or more, the using department will prepare the
contract for Trustee Approval.

3. All contracts, regardless of value, will be reviewed and approved by Park Board legal counsel and
by the CFO prior to submittal to the Trustees for approval or the CEO for signature. This is to
ensure compliance with Park Board Policy, City Ordinance and applicable State and Federal Laws.

4. All contracts are to be sent to the Administrative Services Manager (ASM) for processing and
execution by the CEO. Digital Contracts are to be emailed to: pbadmin@galvestonparkboard.org .
Contracts ARE NOT to be given to the CEO directly for signature.

5. A summary of the following information must be included with the contract (or sent prior to the
digital contract being received):
A. Brief description what the contract/agreement is for
B. Financial obligation(s)
C. Length of the contract

6. Contracts will be assigned a number (determined by type), logged by the ASM and given to the CEO
for their signature.

7. Once the contract has been signed by the CEO, the ASM will scan and email to the staff contact for
distribution and file in the Master Files. If additional signatures are needed to fully execute, the
ASM will request fully executed copy and file in Master Files once received.

For Contracts requiring the Form 1295 as defined by Texas Government Code

1. A copy of the contract requiring the Form 1295 is to be sent to the Administrative Services
Manager (ASM) for the assignment of a contract number to be given to the business entity.

2. The business entity is to go to the Texas Ethics Commission website to register and complete the
Form 1295


mailto:pbadmin@galvestonparkboard.org
https://www.ethics.state.tx.us/filinginfo/1295/
mailto:pbadmin@galvestonparkboard.org
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POLICY AND PROCEDURES FOR FEDERALLY FUNDED PERSONAL, PROFESSIONAL SERVICES OR
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(See also Texas LGC 2254)



In procuring personal, professional services, or third-party contracts all departments shall comply with
all applicable Park Board, City, State, and Federal regulations. It is the responsibility of the Chief
Executive Officer to ensure compliance with promulgated regulations.

Federal Regulations reguire:
The Park Board will use two ways to select Personal or Professional Service.

Request for Proposal (RFP)



The department issuing the RFP or RFQ for personal or professional services shall ensure that the entity
awarded the RFP or RFQ performs all contract provisions in a satisfactory and timely manner and
conforms to all applicable rules and regulations outlined in the contract.

3.3
Contracting and Delivery Procedures for Construction Projects



Texas Government Code Title 10, Chapter 2269. This chapter applies to governmental entities engaged
in public works and contracts made by those entities, including municipalities. This chapter describes
the methods for competitive bidding and requests for proposals for contracts for facilities, including the
construction, alteration, rehabilitation, or repair of a facility. Please see the exemptions under this
chapter.

Section 4. State Law Purchasing Options

General Requirements 4.1



Purchasing Authority
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PURCHASING

General Requirements

A staff member authorized to make purchases on behalf of the Park Board shall determine the most
appropriate and effective purchasing services or commaodities for the Park Board. The staff will have
various options to select from when making a purchase; these options include state contracts,
purchasing cooperatives, inter-local agreements, and City of Galveston contracts. If the above options
are not available, the Accounting Department will assist the department or staff member with other
options and/or methods. Factors in determining how to acquire commodities or services are:

A. Meeting department



Purchases $2.000 to $9.999



Sealed Competitive Bids/Proposals

These procurements are defined as purchasing materials or services at or greater than the state law
level of $50,000. The Park Board may use either Competitive Sealed Bidding or Competitive Sealed
Proposals for expenditures or procurements at state law level or greater. However, before the
competitive process begins, the CEO or designee must determine which method provides the board



Any incomplete bid or proposal submitted by an offeror will be marked as non-responsive.
No bid or proposal will be considered if it is submitted after the deadline.

User departments should plan ahead when a contract for services, commaodities, or construction need
to be executed for the Park Board. If you have items that are procured annually, check your contract
dates for expiration. Contact Accounting a minimum of four (4) months prior to the expiration of a
contract to avoid a lapse in contracting for services or commodities. Purchases must have budgeted
funds.

Note: In rare instances, it may be difficult to obtain three (3) quotes, bids, or proposals. In those
instances, department staff must make a reasonable effort to secure three (3) quotes, bids, or
proposals and document their efforts and the reason why three (3) quotes, bids, or proposals were not
obtained.

Buy boards such as HGAC-Buy can be used in lieu of the bidding process. All contracts available to
participating members have been awarded by virtue of a public competitive procurement process
compliant with statutes of the state of Texas. It is recommended that a cost comparison be performed
to take advantage of receiving the lowest price available.

The Park Board of Trustees is a tax-exempt organization. Vendors should be made aware of this status.
A State of Texas tax-exempt form should be completed and submitted to the vendor.

All contracts MUST be reviewed and approved by the CFO and legal counsel BEFORE being submitted
to the CEO or Park Board Chair. Contracts can only be signed and executed by the CEO or Park Board
Chair. There is NO exception to this rule.
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5.1
INTRODUCTION

Purchasing is a critical area to have well-defined set of procedures, given the large amount of cash
outflows associated with it. Sections 5,6,7,8, covers a classic approach to purchasing, which involves the
use of purchase requisitions, purchase orders, and (sometimes) a bidding process. Because of these
tasks' labor-intensive nature, a large part of the purchasing activities has shifted to the use of
procurement cards.




5.2
The Purchasing Procedure

The classic approach to ordered goods and services is the purchase order. It is a formal approach to
buying that involves the issuance of a legal document, the purchase order, to a supplier. The purchase
order identifies the items being ordered and conditions under which a company is willing to make a
purchase. Though the issuance of purchase orders is usually well-controlled, it also requires a
considerable amount of time to complete. For this reason, it is generally restricted to more expensive
purchases. The purchasing procedure is outlined below:

1. Obtain Pricing When the purchasing staff is ready to prepare a requisition, they need to ascertain
pricing.
Responsible Party: Department Staff
Control Issues: It is very time-consuming to obtain multiple prices for the items listed on every
purchase requisition. The purchasing manager should set rules for allowing purchases from a small
number of designated suppliers, with multiple bids only needed for larger purchases.

2. Obtain Additional Documentation (optional) If the item requested exceeds the company



Control Issues:



PURCHASING PROCESS FLOWCHART

5.4
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A more advanced purchasing department is likely to use blanket purchase orders. A single funding
commitment is issued to cover recurring purchases for an extended period of time, such as a year. Doing
so eliminates the work that would otherwise be required to issue a series of purchase orders for
incremental purchases. When blanket purchase orders are used and an invoice is submitted for
payment, department staff will also submit a document that references the governing blanket purchase
order and the details of what is being ordered.

Section 6. Detailed Procedures for Purchase Requisitions

Electronic Requisition Process 6.1



E-Req Approval Guidelines 6.2
Flowchart E-Req Approval 6.3
Forms: Purchase Requisition Summary 6.4
Form: Purchase Requisition 6.5
4 Step Purchase Requisition Procedure 6.6
Flowchart Purchase Requisition Process Flow 6.7
Budget Availability 6.8

6.1



Electronic Requisition Process

An electronic requisition (E-Req) must be completed for each anticipated purchase of $1,000 or more.
Purchases of $1,000 or less do not require an E-Req to be completed or a Purchase Order to be issued.
All pertinent information is completed on the electronic requisition template. It is the department
making the purchase



6.2
E-Req Approval Guidelines

Park Superintendent/ Project Manager/ Beach Cleaning Manager can approve E-Reqs up to $1,000.
Department heads have the authority to approve E-Reqs up



6.3
E-Req Approval

Managers|:> Department Head |:> CEO |:>CFO Administrative Assistants



6.4

Forms: Purchase Requisition

All departments use the purchase requisition to request the acquisition of goods and services. The form
is designed to give accounting staff precise information about what is being ordered, including the
suggested supplier and the price offered by that supplier. It also indicates which fund, department, and
account the expense will be allocated to. This prevents accounting staff from guessing where each
purchase should be charged. The form contains a budget check function that allows users to check the
budget availability before submitting a requisition



PURCHASE REQUISTION FORM

6.5

t.i". %_ Qual &h %

Requisition Information IItem Detail | Notes |
Requisition Number: |029247 | Status: | |
Title: | |
Requested By: |Bfrwer | Requested For: | E”
Vendor ID: | :Il l |
Shipping Method: | E"
Address Codes
shipping Address: |<Main> E“ 601 Tremont Street
P. 0. Box 1080
Galveston,TX 77553
Billing Address: | E“
Date Options
Date Required By: | J %E] Date Approval Needed By: I I %HI
[JDo Not Allow Changes to this Requisition [Jurgent



6.6

The Purchase Requisition Procedure

There should be a formal process for ordering materials and services. Otherwise, there is no control over
the amounts spent, and the accounting department will be buried with purchase requests. To mitigate
these issues, departments are required to fill out purchase requisitions. A purchase requisition form
details precisely what someone wants to buy, shows the accounting staff where the indicated items be
bought, and requires at least one approval. Thus, it can be a helpful tool for organizing the accounting
department's flow of purchasing requests. The procedure for processing purchase requisitions is
outlined below:

1. Complete Requisition Form.



6.7

PURCHASE REQUISITION PROCESS FLOW

Requesting Department prepares
requisition in Abila

A

| Check budget availability |

Terminate Purchase, submit

budget transfer request, or obtain [«—No — Budget funds available?
CFO approval
Yes
v
='| Obtain authorizations |
A
Compare purchase order to
requistion
A
Contact accogntlng department to No Purchase order correct?
correct or reissue purchase order [¥—  —
|
Yes
v

Proceed with purchase

A




6.8

Budget Availability
It is the department making the purchase



Section 7. Purchase Orders
Issuance of Purchase Orders 7.1

Purchase Order 7.2 -
7.3



7.1
Issuance of Purchase Orders:

Once the CFO has approved an E-Req, a purchase order will be issued. The E-Req department should
attach supporting documentation to the E-Req in Abila or submit it to the accounting department prior
to an E-Req being issued. Supporting documentation includes bid requests/quotes/board minutes and
approvals/etc. (if applicable).

In emergencies, purchase order numbers will be issued prior to the approval of an E-Req. All emergency
purchase orders will be subject to the CFO or Controller



7.2

Forms: Purchase Order

The purchase order is the primary document used by the using department to order goods and services.
A sample purchase order, in both the accounting system and as printed, is shown below. It should
specify a considerable amount of information to avoid confusion with the supplier.

Purchase order from in Abila:

HElad SHelslod

PO Information | Item Detail I Coding I

Number Type: [Purchase Order |

Mumber: |545}-4 | Date: | 6 [26/2020 |§|E| Status:

Description: ‘FLEEI' MAINTENAMNCE ‘

Vendor ID: [ALvIN | [0 [aLvin EquIpMENT ComMPaNY ‘
Create Encumbrance Skip Receiving

Address Codes

shipping Address: ‘SHIPPING | 601 Tremont Street
P. 0. Box 1080
Galveston, TX 77553
Billing Address: ‘BILLING | §01 Tremont Street
P. 0. Box 1080
Galveston,TX 77553
Attention: | | Buyer: | |
FOB: ‘ | Shipping Method: | ‘

Comments:




PURCHASE ORDER FORM

7.3



Section 8. General Basic Purchasing Controls

Invoice Processing 8.1



8.1

Invoice Processing:

Invoices received directly by the Accounting Department via US mail will be date-stamped and placed in
the appropriate department's mailbox or email inbox for verification and authorization to pay. Invoices
and statements received via email will be forwarded directly to the appropriate department for
electronic processing.

To further facilitate the payment process efficiently, filling out a standard check request form will no
longer be required on single-item invoice payment requests or employee phone reimbursements. These
payment requests must include the department head or designee's authorization to pay, clearly noted
on the vendor's invoice or telephone statement, along with a copy of the corresponding PO.

Please highlight the invoice number, invoice date, and amount to be paid when submitting invoices for
vendors. Request for employee cell phone reimbursements should include the individual's name, phone
number, corresponding date of service, and the amount of reimbursement not to exceed $75 per month
or $900 annually. Request for cell phone reimbursement must be submitted no later than fifteen (15)
days after receiving the prior month's statement. Non-compliance may result in forfeiture of
reimbursement. All payment requests should be submitted via Docs Vault. In some instances, it may be
necessary to submit hard copy payment requests



Section 9. Miscellaneous Procurement Matters

Receipt of Goods 9.1
Right to Inspect Facility 9.1
Audits 9.1



9.1
MISCELLANEOUS PROCUREMENT MATTERS

Receipt of Goods



Section 10. Purchasing Procedural Controls

Purchasing Procedural Controls 10.1



10.1

Purchasing Procedural Controls

1.

A purchase order must be issued for all requisitions exceeding $1,000. This control ensures that
all requisitions are first reviewed for correct pricing, sourcing, quality, and payment terms prior
to ordering.

Employees authorized to create a record in the vendor master file (Abila/DocsVault) shall be
barred from approving payments to suppliers. This control reduces the risk that an individual
will create a fake supplier and then approve payments to it.

Password access shall be required to make changes to the vendor master file. This control
reduces the risk that fraudulent or incorrect payments will be made.

The vendor master file shall be purged of duplicate and noncurrent supplier records at least
once a year. This control reduces the risk of having multiple supplier accounts.

Access to the purchase order system shall be restricted to approved users. This control reduces
the risk that purchase orders will be improperly issued.

Requisition responsibility shall be assigned to one person for specific areas. This control reduces
the risk of duplicate requisitioning by different employees.

The purchasing and receiving functions shall be segregated. This control keeps employees from
initiating orders and removing the received items from the premises.

The Park Board does not consider verbal purchase authorizations to be a purchasing
commitment. This control provides a deterrent to the issuance of verbal purchase orders by
employees.

Minimum order shall be used when cost-effective. This control enforces the smallest possible
minimum order qualities, so there is less inventory on hand.



Section 11. General Computerized Purchasing Controls

General Computerized Purchasing Controls 111



111

Computerized Purchasing Controls:

Using a computer system to process purchases allows for several controls that take advantage of the
computer's automation characteristics, including running reports for control reviews, securing file
access, and tracking changes to records. These controls are as follows:

1. Segregate Vendor Master File Duties. The person responsible for updating the vendor master
file will not be allowed to approve payments to suppliers.

2. Restrict Access to Vendor Master File. The computer system will allow access to the vendor
master file only if a correct user identification and password are provided.

3. Restrict Access to the Purchasing System. The computer system will allow access to the
purchasing system only if a correct user identification and password are provided.

4. Compare Ordered to Received Quantities. As necessary, a using department employee will
match the purchasing, receiving, and payables databases to determine if any suppliers are

shipping lower quantities than ordered and then billing the Park Board for the total amount
ordered. The using department employee will bring these issues to the CFO




Section 12. General Accounting Purchasing Controls

4 Steps of General Accounting Purchasing Controls 121



121
GENERAL ACCOUNTING PURCHASING PROCESS FLOW CONTROLS

Introduction:

Purchasing involves channeling requisitions from everywhere in the Park Board to the accounting
department, which uses various spend management methods to place orders with suppliers. In this
section is the description of the control systems used to monitor purchases. We will first address the
four main tasks involved in purchasing, then describe process-specific controls, and then show the
control systems most likely to be needed for the following situations:

1. Purchasing with bids.

2. Purchasing without bids.
3. Purchasing with a computerized system.

1. Purchasing Process Overview: Purchasing involves primary activities, each of which may require
controls, depending on the circumstances. The activities are:
1. Purchase requisition.

2. Bidding.
3. Order derivation.
4. Order monitoring.

A narrative description of these four activities follows:

2. Purchase Requisition: The purchasing process begins with department staff filling out a
requisition form, in which they state what they want to buy. The requisition is sent to the
accounting department within the accounting system (Abila).

3. Bidding: If a requisition is for a large enough amount of money, the department staff goes out
for a bid to obtain the best deal. If a company engages in bidding, there will likely be a bidding
packet assembled that documents who was contracted, the resulting bids, and why the winner
was selected.

4. Order Derivation: Once a supplier has been selected, the Park Board accounting staff creates a
multi-part purchase order that authorizes a purchase. One copy goes to the supplier, one is
retained in the accounting department and matched to the original requisition form, and other
copies go to the receiving department. The receiving department needs to refer to the purchase
order when the goods arrive, and the accounting department uses it for three-way matching. If
an order is too small to warrant the use of a purchase order, department staff may instead use a



Section 13. In-Process Purchasing Controls

4 Steps In-Process Purchasing Controls 13.1-13.2



13.1
IN- PROCESS PURCHASING CONTROLS

In this section, we cover the controls that can be imposed on the core purchasing processes.

1. Purchase Requisition: There needs to be a properly organized system for bringing purchasing
requests to the accounting department. This system's core is purchase requisition, which is itself
control over the accuracy of information provided and the authorization to purchase something.
The controls related to purchasing requisitions are:



control environment if the intent is to go back to the person requesting the item to make
them accountable for the purchase.

13.2

4. Order Monitoring: An unfilled purchase order represents a future liability of the Park Board and

so should be monitored closely. The following controls are used to ensure that this monitoring is
conducted:



Section 14. Controls for Credit Cards

Credit Cards- Purpose 14.1
Credit Cards- Eligibility 14.1
Credit Cards- Limits 14.1
Credit Cards- Conditions of Use 14.1-14.2
Credit Cards- E-Reqs, Purchase Orders, and Expense Reports 14.2
Credit Cards- Cardholder Responsibility 14.2
Credit Cards- Records Management 14.3
Credit Cards- Audit 14.3

Credit Cards- Park Board Issued Credit Card Payment 14.3



14.1
CREDIT CARDS
Purpose:

These controls apply to all Park Board of Trustees employees who are assigned a Park Board issued
credit card. Conditions set out in these controls, and the relevant cardholder



14.2

2. The Park Board issued credit card is to be used only for official Park Board business, not personal
expenditures. Charging personal transactions to the business credit card is not acceptable
under any circumstance. Cardholder transactions will be scrutinized to ensure compliance with
this policy by the CFO.

3. Violations of the policy could result in the card



Reimbursement for return of goods and/or services must be credited directly to the card
account. The cardholder should receive no cash.
Lost or stolen Park Board-issued credit cards must be reported and cancelled immediately.
Accounts payable must be notified within 2 business days of this activity.

14.3

Records Management:

1.

All documentation associated with a Park Board-issued credit card payment will be maintained
within the Accounting Department.

Original receipts for all credit card transactions will be retained in the Accounting Department.
Receipts will be attached to the corresponding expense report.

Cardholders should keep copies of receipts and statements for audit purposes or for future
guestions that may arise.

Audits of cardholder purchases will be performed by the accounting clerk. In addition, external
auditors will review credit card transactions.

Park Board Issued Credit Card Payment:

1.

To avoid paying interest and penalty, accounts payable will issue payments before the billing
cycle's due date. To help facilitate this, cardholders must promptly submit all expense reports,
original receipts, and other supporting documentation.



Section 15. Alternate Purchasing Control Systems
Control System for Purchasing with Bids 15.1

Flowchart Control System for Purchasing with Bids 15.2



15.1
CONTROLS FOR PURCHASING WITH BIDS

In this section, we assemble a checklist and flowchart of the controls that involve bidding.

Checklist - Control System for Purchasing with Bids:

This checklist addresses the controls for a purchasing system where the Park Board staff obtains bids for
more expensive items. The first control is to require an E-Req since it provides sufficient documentation
to prevent purchasing errors and should show the manager's approval whose department will be
charged for the items being acquired. This can be done after obtaining quotes, bids or proposals.

Second, if a proposed expenditure exceeds a specific size limit, the Park Board must engage in a bidding
process. Since it is relatively easy to shortcut this process, the key control is to require documentation of
a bidding data trail that encompasses a listing of who was contacted, copies of their bids, and
documentation of the eventual award's reason. This information is aggregated into a bidding package,
which may be reviewed and approved by the CFO.

Third, bidding situations may involve customized contracts, in which case there may be a need for a
legal review that includes a contract checklist of key clauses that must be included.

Fourth, the most essential control in the entire purchasing process is the purchase order since it is a
legal authorization for a supplier to issue goods or services to the Park Board. Once created, the
accounting department should verify it against the original purchase requisition. Fifth, if a purchase
order is for a sufficiently large amount, it will be necessary to ensure all proper approvals are obtained.

Sixth, after purchase orders have been issued, the department manager should retain a copy to follow
up with suppliers and eventually close its records of any outstanding purchase orders for which there
may still be some residual balances.



15.2
Flowchart - Control System of Purchasing with Bids

Note: bidding can be
performed before
preparing a requisition




Section 16. Fraud Related Purchasing Controls

Fraud Related Purchasing Controls Checklist 16.1



16.1
FRAUD RELATED PURCHASING CONTROLS



There is always a reasonable chance that fraud could occur in the purchasing area since it involves
creating a document that is legal authorization to buy from a supplier. If someone can access the Park

Board



Periodic Actions Purchasing Controls Checklist 17.1



17.1
PERIDODIC ACTIONS PURCHASING CONTROLS

The following controls help ensure that purchase orders are used when mandated, created correctly and
that the records supporting the purchasing system are properly maintained. They are not necessarily
part of a specific process; instead, the accounting department schedules them as separate tasks. These
controls are:

1. Reject Deliveries Without a Purchase Order. In every organization, there exists someone who
places orders without going through the purchasing procedures. A possible control over this
behavior is to require the receiving department to reject all deliveries made for which there is
no authorizing purchase order.

2. Consolidate the Vendor Master File. It is entirely likely that multiple vendor files will be opened
for a single supplier. This makes it difficult to assemble consolidated information for a single
supplier, needed for spend management analysis. Consequently, the accounting department
should engage in periodic examinations of the vendor master file to see if any records can be
consolidated.

3. Designate Suppliers as Inactive. If a supplier has not been used for some time or has been
decertified, the accounting department should set its status to inactive in the vendor master file.
By doing so, managers will be much less likely to contact the supplier for bids or place orders
with it. This is a significant control if the Park Board wishes to do its business with fewer
suppliers to achieve volume discounts and stop doing business with peripheral suppliers.



Section 18. Stand-Alone Accounting Controls

Stand-Alone Accounting Controls Checklist 18.1



18.1

Stand Alone Controls
There are several stand-alone controls in association with specific controls. These controls are:

1. Department Staff Shall be Independent of Payables and Receiving Staff. This control is needed
to prevent collusion in the creation and payment of fraudulent supplier invoices.

2. Professional Services Shall be Bid Every Five (5) to Ten (10) Years. This control is designed to

review competitive pricing for all types of professional services. Otherwise, relationships tend to
continue for years, with pricing not being considered.



Section 19. Appendices
Contract Process Checklist 19.1
Form CIS: Local Government Officer Conflicts Disclosure Statement 19.3

Galveston Park Board of Trustees



19.1

Contract Process Checklist

Date: / /

Vendor Name:

Purpose/Type of Contract:

Contract Funding Account:

(Please follow the steps on this checklist and submit this along with all other required
documentation for execution)

Department Responsibilities

Contracts with a value of $10,000 or more OR will be using contingency funding:
* Park Board of Trustees Approval (attach approval).

* Request Contract Number from Administrative Services Manager.
Contract number:

* Form 1295 completed (attach Form 1295).

Contracts with an agaregate value of $50,000 or more:
« Sole Source



Administrative Services Manager Responsibilities (continued Contract Process Checklist)
* Obtain required approval signature.

* Scan and Master File all documentation.

« Distribute copy of signed contract to initiating department.



19.3

19.4






19.5



19.6



19.7





